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Using “Track Changes” and Reviewer 
Comments in Microsoft Word 

A Brief Tutorial 
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This document provides an introduction to change tracking and 
reviewer comments for Microsoft Word and is intended as a 
guide for getting started rather than a step-by-step instruction 
manual.  Screen shots are from Microsoft Word 2010, so things 
may look slightly different for you, depending on what version of 
Word you’re using. These capabilities have been in the software 
at least since Word 97, so its just a matter of applying them 
within your documents. 

As happens from time to time, Microsoft made changes to the 
user experience in Office 2016 that cause the settings and even 
names of settings to be slightly different from earlier versions of 
the software. These settings are still found on the Review tab, 
and, even though the wording may be slightly different, once you 
get the concepts from this tutorial, it will be easy to apply them 
in Office 2016. 

 

Happy writing! 
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So what does “Track Changes” do? 

 Keeps track of all the changes you make in a document 

 Exactly as if you were marking up the changes with a red pencil on a paper 
copy 

 Lets the original author see recommended changes 

 Lets the original author decide whether to accept or reject the changes 

 Either individually or as a group 

An example of a 
document with 

changes tracked 
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How to Operate “Track Changes” 

 Click on the Review tab 

 Locate the Tracking box 

Note that “Track Changes” has no 
highlight. This means that it’s not 

activated. 
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How to Operate “Track Changes” 

 To activate, click once on “Track Changes” 

 To deactivate, click once on “Track Changes” 
– Highlight will be removed and tracking turned off 

Note that “Track Changes” is highlighted. 
Tracking is now active. All changes will be 
tracked, regardless of the display settings. 
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How to Operate “Track Changes” 

 To view the market, set the display to                        
“Final: Show Markup” 

– Use the drop-down arrow to find the desired setting 
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Accepting or Rejecting Changes (1 of 3) 

 One at a time 

 Position cursor to the left of a marked change and click                  
Accept or Reject 
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Accepting or Rejecting Changes (2 of 3) 

 A group of changes 

 Select a swathe of text and click Accept or Reject 
– All changes within the selection will be processed 
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Accepting or Rejecting Changes (2 of 3) 

 All changes in the document at once 

 To accept all changes 
– Click on the drop-down arrow below Accept then click on “Accept all 

Changes in Document” 

 To reject all changes 
– Click on the drop-down arrow with Reject then click on “Reject all 

Changes in Document” 
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To read the document with the 
proposed changes but without all the 
markup 

 Set the display to Final 

 Use the drop-down arrow to find the correct setting 



© Copyright, 2019  Editing 4 You, a mark of Durango Place Manuscript and Presentation Services 

So how do Reviewer Comments work? 

 Note that each comment has a dotted line linking it to the 
highlighted portion of text to which it’s related 
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Processing Reviewer Comments 

 When you have read and taken action on an individual comment 
and are ready to remove it from the document, click on the 
comment to highlight it and then click on Delete in the Comments 
box 

 You can also right-click on an individual comment and choose 
“Delete Comment” from the pop-up menu that appears 
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Processing Reviewer Comments 

 Some authors prefer to leave all the comments in place until 
they’ve finished all document updates – and then delete all 
comments in one fell swoop 

 To do this, click on the drop-down arrow to the right of Delete 
and then click on “Delete All Comments in Document.”  This 
works even if Delete appears to be greyed-out. 
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A few things to note 

 Tracking settings are stored with the document, so if “Track 
Changes” was active when you last saved and closed, it will be 
active the next time you open the document 

 Tracked changes remain with the document until they are 
accepted or rejected 

 Once you have accepted or rejected any markup and the associated 
changes, you have a clean document that’s ready for final use or 
further revision 

 Reviewer comments are stored with the document  

 Visibility of reviewer comments is controlled by the display 
settings in the Tracking box 

 With “Final” set, comments are not shown 

 With “Final: Show Markup” set, comments are visible 

 Reviewer comments remain with the document until they are 
deleted 


